For All Roles
General AHLTA Information

= Romove Tool Bar

1. select Tool Bar from e drop

r.li "W 1T

selec None,

= Ser Startup Oplions

1. Scleer St:u'tup Options trom iy
e :p--duu'u TTIETLL

B

selecr startup opnon.

3. Click OK.

+ Set Appointment Properties
= Seleor Change Selections buton
or Options o the Pl Line
= Select Clinie and Provider
nrelerences,
= Svleet Today Only.
+  svlecr Set Selections as Default

bt

+ Set Appointment Display

I Clck and drag column to
preferred place.
2, Selecr Change Selections button,

3. seleer Set Column Order as
Defaults bution.

|, Press CTRL + £ kevs 1o lock.

2 To Unlock Worstaton, sclec
app]it;:ltinn treseny Nacs bar,

3. Re-enter your Pasmord

= AHLTA Help
I, Select Help Topies from the Hejp

drosp-dlonn micie

2. Search by while or L:L:_'v' word.

Providers v also find the fellowing helptuls
Clerky Records Review QRO
supporr Staff QRG

Nurse QRG

Rov 22

T
prig 2 IVhID

GLOBAL INFORMATION
for QUALITY CARE

Provider
Quick Reterence
Guide (QRG)

Prowders may also find the tollowing helpful:
Clerk f Records Review (QRG
suppiret Staft QRG

Nurse QRG



e Document o Telephone Cong

GLOAAL INFORMATICN
o QUALITY. CARE

1.

o

el
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In Udler Lt ek Telephone Consults.

Sclecr appropmiace Teleon and chek D]mtl 505!
horiom P,

Drocumant Telen v Provider Mo

Selecr dipgreasts Froam Ve s, Fapoestes o Searh

and chek Acdd,

sclecr appropmare E&M code From dig-down

[ns.

st Vary aned Segwn, S and Redow fa Dinosntes o

Sere sl Wit |/

Tersgm, enter passward and chek Sigm,

Append or Amend o Previons Enoounter

o

[ Fewdder s chel Previows Encounters

Select spproprae previos encounier,

{lick Append Narrative or Amend Encouncer
v Agttony Har

Drescurment oot and ehiek Save and Sign o make
appropriae cniics in 30 ar AR

Review none, cnrer vour password and chek Sign

Copy Forward from Previous Encounter

ke

.

Wirh SR open, click Previous Encounter u
thie $adder st

sulect ererrter o be copied fooward and righs
clck.

meleer Copy Forward,

ek 540

Beviese 05 DA RER anmd P eabssand make

any necessay changes
ek AvmBEnrer

Drecument ASP and connplete encounrer

% Docoment an Encounter

3,

With the eSPGD epen, clivk 5700
stleetappropiace 5/ O remplate O AR form
selecr approprae HPL PMHBL, ROS and PE
LT

Click AP o Aoy Bar

Select wpproprare dingmesis(os) o Prabdan 1o

Papwrrte Laver on Neawrwl e Ackd o Encounter,

Seleer approprate procedures or paners
tstractons rom Procedure and Other
Therapics tals

select Tab, mcdolog or mictlicanon orcders frosm
Order Set o o onder from Oeder Lab, Order
Had or Order Med b

Click Disposicon on Acoon Bar,

Diovument apgpropeiane aiaidion, i

Jl'q.'r.n'.l'??f_.’.n’-".".l.’_l':l' e, rf.':f.;'nrfJ_T!f.'JI f-‘lf FRE
Foeview E&M code and chek Sigmoon oo Bar

Revicw none, cnter password and chek Sign,

List Management

Ir Toedi folder, click List Management
selecr My Diagnoses or My Procedures.
Click Acdd oo Aesion Bar

Seatch for and sclect appropiace diagnases or
procecdare and ¢hck OF

More: Fvon have appropriare poalugses voo can also

cresie Chae Favores s,

:l

g

Lot o sdude

Adert Review

Select Alert won oo P LD Line, arin Fadder [,
chick Alert Review,

select apprapoate alerr and chek Address Aler o
Acoon Bar

e serowe an alern, chick Delete on Acoon Har

(Clease ocdule,

+ Edit 5/0 Template

1,

With cSPA open, chek 800wl then click 3/0
Template

Select wermplaze o edi and elick Edie ann Aeoon
Par

Remaove werms by desclecang rerm i left pane.

irved Permy, Ds Prompt or

veded remns g
Prompr,

¢ olick Save As on Acoon Bar o save youe
templare,

Morer Remame vour remplate soovau can recognize i

and der men share

i

Click Close on henom Bar and ok Refmesh tio

TUWILW 1w 1T 'lr "l.l[{'

= Bdit Encounter Teimplate

-

I Lt e, chck Templae Management

Chek Searchon At Bar

30 Bedarch forapproposte omphie.
Lo Click View (Eadit,
3 Remeove and wdd werms mo the Theasies Mo
Fiangdeates, Poceatsene sk Cltler Thenapwer,
G Cleck Save As o Acnos Bar mo save wimplane,
T, Close msdule
= Creare Order Scr
1o Wich eSloll open, click AS12
2o Ohedder aned Save wo Quewe appropre Inbs,
racliodopy and medcanons,
Ao ek Save As on Acnon Bar
4o Clese migdule,
-
Lo T Pader s, check Templare Management,
2 search forand sclect remplates t be meeged.
A Chek Merge on Acrion B
o Click Save As oon Actioa Bar
A Ulese ol



